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Department Application name- CY2015 YTD Volume

Health Building Permit 

Applications routed 

to Health for 

ASSESSMENT 

Applications aren’t tagged  in our system as having come from Buildings, to show whether Buildings 

has referred them to Health.   In the past there was a form sent to the Health Department from 

Buildings, notifying us that an application had been submitted and that the applicant had been told to 

contact the Health Department.  Currently no paper form comes to us; paper would be an inefficient 

method.  In fact, receiving notification from buildings is not helpful if the notification arrives months in 

advance.  The customer needs notification that they should contact health.  We suggest that buildings 

provide the Food Safety office number, and we would direct the customer to the correct reviewer based 

on census tract.  If we decide  in the future to go online,  something would need to be built in so the 

correct reviwer is notified.   Reviewers are assigned by census tract, so if the customer knows the 

address then the census tract for address could be automatically generated,’ and the customer referred to 

the correct plan reviewer.



Department Application name- CY2015 YTD Volume Submission Channels Fee/fee structure

Health YEARLY Application for Food Service 

Operation License or Retail Food 

Establishment License

TOTAL NUMBER OF APPLICATIONS: 

NEW plus RENEWALS:  2048

"In person, by mail or by FedEx.  Online is not the 

best option because  for the most efficient customer 

service it is best for the reviewer to talk to the 

customer first over the phone, before they actually 

submit the applications and drawing."

Yearly license fee and Review fee 

are based on risk class, (see 

attached RISK CLASS FEE 

STRUCTURE for FY 2016)

Health YTD 2015 Mobile Food Service Licensing 

Application

Numbers of mobile applications   148 License applications for renewals go to Michelle.  

For new applications, othey have to be vetted by 

senior sanitarians and then the application goes to 

Michelle.  Ultimately license applications go to fthe 

treasurer to deposit the fees, and plan review fees go 

to the Health Department FISCAL Depart. .   

Yearly license fee and Review fee 

are based on risk class, (see 

attached RISK CLASS FEE 

STRUCTURE for FY 2016)

Health Referral for Food Service Same as row 2 bove

Health Temporary food service (same as row 29) For total number of food service 

licenses  up to this point for 2015, based 

on monthly report  = 290.  However, we 

may not have included all short term 

events in this count.                     

Temporary is routed thorugh the senior sanitarain, 

(usually Danielle), then are vetted.  The moneys 

collected are sent to Treasury via Michelle

Yearly license fee and Review fee 

are based on risk class, (see 

attached RISK CLASS FEE 

STRUCTURE for FY 2016)



Department Tracking system When is the application 

needed?

Additional Information required that is not in the applciation form

Health 1.  No tracking is currently done by Health Department to identify whether the client 

was referred from buildings.

2.  Applications for food licenses are paper based, and kept in a file cabinet maintained 

by the assigned reviewer.  Communications are done via letter or email. But we also 

create an electronic  consultation in Permits Plus, with checkboxes for various steps in 

the process.  The consultation  is ultimately used  to produce the license.    We access 

the information that resides in Permits Plus through front end applications such as the 

FORK and the Environmental Dashboard.

3.  A similar process is used for mobile and temporary food service applications.                                          

An application is required whenever 

there are food sales. Examples 

include restaurants, grocery stores, 

caterers, schools, daycares, 

concession stands, hotels & motels, 

bars, sports stadia, and jails. The 

application is needed as soon as 

food service is contemplated.

1. Review fee

2. A menu for restaurants. For grocery store a general list of food items to be sold.

3. Equipment schedule.  Include manufacturer specification sheets.

4. Finish materials. Specify the type of material used for the finishes of walls, ceilings, floors. 

Please provide the layout of the floor plan that is accurately and legibly drawn to scale. 

5. The floor layout. It shall include ALL sections of the premise where the food service operation or retail 

food establishment is to be conducted. This includes storage rooms, garbage rooms, toilet facilities, 

basements, bars, etc.

6. Entrances and exits. 

7. Plan of lighting, both natural and artificial.

8. A floor plan showing the arrangement of fixtures and equipment. 

a. Number and identify all equipment. 

b. Number and identify ALL plumbing fixtures, such as hand sinks, prep sink, service/mop sink, etc. 

Health See above

Health

Health See above Application should ideally be made 

at least 30 days before the event, but 

we have accepted up to 10 days 

prior.  

The fee



a. Separate Applications. Other than the building permit application, what separate permit/license 

applications, if any, will be required to receive the appropriate plan review and approval from your 

function for the project? If there is a separate application required: Yes, the Health Department 

requires an application for plan review for food service operations and retail food 

establishments (FSO/RFE).  The list of other required documents is in the application. (see 

checklist).

i. How will the building permit front counter know when that application is required for the customer 

to receive review and approval of plans from your department for their project? An application is 

required when there are ANY food sales. 

Examples of site of food sales  

1. Schools.  If schools are being built or remodeled, we need to know about it early on.   

2. Daycare institutions

3. Jails (since they receive funds as an agency to provide food)

4. Restaurants

5. Grocery Stores

6. Vending Machines  [only as relates to permits]

7. Sports stadiums 

8. Hotels and motels

9. NOTE:  Food distributors go to Ohio Department of Agriculture for approvals



i. Where does the intake for that application currently occur – both in person and online? How could the building permit front desk receive 

that application in the future?  

1. Intake for applications typically occurs in person, after a first contact via telephone, although it could also occur by 

mail or by FedEX.  Usually the client calls and says that they need a food license.  Sometimes they say that they were 

referred by buildings or plumbing.  In the past, people usually have not just walked in.  (Walk-ins are ~1 out of 20-

100 people).  Online is not the best option; for the most efficient customer service it is best for the reviewer to talk to 

the customer first over the phone, before they actually submit the applications and drawing.  

1. How can the building permit staff front desk receive that person in the future?  We will develop an algorithm that 

certain types of facilities need to be referred to the Health Department, and that referral could be done electronically.  

In addition, here is a list of information that could be provided online

 Food Service Operations/Retail Food Establishment Risk classes  

 Plan Review Fees based on risk class  

 Checkoff list   

 Application

i. What documents does your function require in order to ensure a complete and consistent review of the application?  There is a list of 

required documents included in the attached Checkoff list.

i. Is there a separate application fee and what is the cost?  Yes there is a separate fee, currently the cost varies by risk class of the food 

service organization.  Is there a separate permit/license fee once approved and what is the cost?  Yes, there is a yearly license fee, which 

fee changes every March 1st according to an algorithm mandated by the state of Ohio. 

Currently, plan review fees are tied to the license risk classification.  In the future, we will need to explore uncoupling 

plan review fees from risk classification. This would resolve the issue about risk classification vs complexity of the plan 

review.  Risk classification is critical for licensing, but not really needed prior to submission for plan review. 

1. Sometimes the persons applying for the building permit don’t have an idea of what the menu will consist of, and are 

only doing a white box buildout, not knowing what type of food facility it eventually be.  

1. Sometimes the level of menu detail has to be pulled out of people, and conversation is required to do that.  We have 

found that it is more efficient for us to talk with people and ask questions, rather than just rely on the first thing that 

they would write on an application.  



a. Plan Revisions. Similar to the revision comments data we are reviewing from Building Plans Examiners, where are plan 

revision/rejection comments from your function documented?  In a paper file with the assigned reviewer. 

How are these revisions/rejection comments communicated to the customer? Via letter and/or email, to provide written 

documentation of the issues. 

Where is the data/information kept from your function on why plans for a particular project are rejected and require revisions? In 

a paper file with the assigned reviewer. 

a. Customer Service. What are known inter-departmental coordination issues that can cause confusion and frustration for the 

customers?    

Some customers are unaware they also need to contact the Health Department, and will need to submit drawings and an 

application to the Health Department.  The builders don’t realize that because there are separate applications, any 

changes that they make will also require separate revisions sent to each agency.  

1. Initial process: When Buildings or other agencies order something to be changed for, the required change should be 

automatically be propagated to all of the other involved agencies.  

1. When there are required CHANGES that occur during the process beyond the initial application, this should also 

automatically be sent to the other agencies.  

a. Example:  Sometimes the architect may have submitted changes to Buildings that the Health Department doesn’t find 

out about until the actual inspection.  Or if Health adds another hand sink, Plumbing may not know about it.  This 

can cause frustration all around.  























“CBC 1101-19.4 Provide a surveyed site plan that clearly delineates the location of the existing structures, the 

location of proposed work, and all property lines according to this section of the code. NOTE: Contrary to your 

response letter, a survey has not been included in your revisions.”  

 

“Cincinnati Building Code Section 1101-19: Submit an application for an HVAC Permit if there are any changes to 

the HVAC system.” 









Date What Happened

03/03/2015 Permit assigned to BPE - OBN

04/06/2015 Review Begun

04/06/2015 Denied BPE- Additional Info required OBN

04/06/2015 BPE Review Letter Comments - OBN

04/06/2015 Front Counter- Engineering Charge- OBN

04/06/2015 Zoning Plan Exam - OBN

05/19/2015 Permit assigned to BPE- JES

08/18/2015 Front Counter- Revision Processed- AMB

09/25/2015 Denied BPE- Additional Info required JES

09/25/2015 Front Counter- Engineering Charge- JES

09/25/2015 Zoning Plan Exam - JES

09/28/2015 BPE Review Letter Comments- JES

10/15/2015 Front Counter- Revision Processed-  SG

10/17/2015 Review Letter Comments

10/18/2015 Additional Inspection

10/19/2015 BPE Plan Exam Approval

10/19/2015 Adding Inspections NA

10/19/2015 Plans Scanned

10/20/2015 Contractor Registered 

10/20/2015 Final Counter Complete

10/20/2015 Framing Inspection

10/20/2015 Final Permit Inspection

10/20/2015 Supervisor Approval

10/20/2015 Expired - Permit is expired

10/20/2015 Reset Inspection 

Approvals

Inspections


